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 Identification Tags.................................................. 9.01 ........................................ 7, 9 
 Inventory Items ...................................................... 9.01 ......................................... 4-6 
  Transfer and Disposal of .................................. 9.01 ..................................... 10-13 
 Minimum Internal Control Standards for ................ 2.02 .................................... 10, 11 
 Physical Inventory.................................................. 9.01 .................................. 4, 9, 10 
 Software................................................................. 9.01 ........................................ 4, 7 
 Technology Equipment, Disposal of....................... 9.01 .................................... 12, 13 
Forms ..................................................................................1.01, 8.03, 10.02 
 Annual Certification to Use Privately  

Owned Vehicles ............................................... 8.03 .......................................... 38 
Annual Report of Trial Court Bank Accounts……..13.01……………………...….15, 24 
Cash Form ............................................................. 8.04 ............................................ 9 
Contract Law Enforcement Template ……………..14.01……… ................ 3, 7, 20, 21 
Contract Review Checklist ..................................... 7.01 ..................................... 20-22  

 Exception Request for Lodging form...................... 8.03 .......................................... 39 
 Hotel/Motel Transient Occupancy  

Tax Waiver ....................................................... 8.03 .......................................... 35 
 Notification of Opening a Bank Account……………13.01………………………….6, 23 
 Notification to Close Bank Account…………………13.01……………….18, 19, 25, 26 
 Request to Open Bank Account, Schedule A……..13.01....………………..4, 5, 21, 22 
 Sample Credit Card Request Memorandum………10.02 ........................................ 21 

Sample Trial Court Protest Procedures ................. 6.01 ..................................... 33-36 
 Serranus Account Request Form .......................... 1.01 .......................................... 14 
 Suggested Change of Petty Cash  

Custodian Form................................................ 8.04 .......................................... 10 
 Suggested Petty Cash Receipt .............................. 8.04 ............................................ 8 

Travel Expense Claim Form and Instructions ....... 8.03 ..................................... 30-34 
Fund Accounting ......................................................... 3.01 ......................................... 2-9 
    See also ........... 5.01 ............................................ 6 
 Agency Funds........................................................ 3.01 ........................................ 3, 9 
Funds and Fund Types ............................................... 3.01 ........................................ 5, 6 
  Fiduciary Funds ................................................ 3.01 ............................ 3, 4, 6, 7, 9 
  Governmental Funds ........................................ 3.01 ..................................... 4, 6-9 
  Proprietary Funds ............................................. 3.01 ........................................ 4, 6 
 GASB Number of Funds Principle.......................... 3.01 ........................................ 4, 5 
 Judicial Administrative Efficiency and 
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  Modernization Fund.......................................... 3.01 ............................................ 7 
 Special Revenue Funds......................................... 3.01 ................................. 4, 6, 8-9 
 Trial Court Improvement Fund ............................... 3.01 ............................................ 7 
 Trial Court Operations Fund .................................. 3.01 ............................................ 7 
 Trial Court Trust Fund............................................ 3.01 ............................................ 8 
Funds, Loan of .............................................................4.02………………………...……13 

 
General Fixed Asset Account Group ........................ 5.03 ............................................ 8 
General Ledger ........................................................... 5.03 ......................................... 2-8 
    See also ......... 12.01 ............................................ 4 
 Trial Court Operations Fund .................................. 5.03 ........................................ 5, 8 
 Trial Court Special Revenue Fund......................... 5.03 ............................................ 8 
 Trial Court Agency Fund ........................................ 5.03 .................................... 4, 5, 8 
General Requirements for Court Payment  
 of Business Meal Expenses................................... 8.05 ............................................ 5 
Generally Accepted Accounting Principles (GAAP) .... 1.02 ........................................ 3, 6 
    See also ........... 5.01 ......................................... 2-6 
 Financial Reporting ................................................ 2.01 ..................................... 10-12 
 Financial Transactions ........................................... 2.01 ......................................... 6-9 
Generally Accepted Auditing Standards.................... 11.01 .................................... 12, 13 
Generally Accepted Government Auditing Standards11.01.............................. 11, 12, 13 
Gifts of Personal Property………………………………16.01 ...................................... 2-16 

Accepting Gifts……………………………………….16.01…………………………….5, 6 
Administrative Director of the Courts Delegation...16.01 ……………………………..11  
Criteria to be Considered Prior to Gift Acceptance16.01……………………………….6 
Designation of Gifts of Personal Property…………16.01……………………….………8 
Factors Developed by the State Department of Finance under Government  
  Code Section 11005.1……………………………………….16.01……………………..6, 12, 13 
Gift Monitoring and Reporting……………………….16.01……………………..…..9, 10 
How Gifts Are to be Used……………………………16.01……………………….……...7 
Processing Gifts………………………………………16.01……………………….…..8, 9 
Sample Written Acknowledgement  
 for Financial Gifts…………………………………16.01………………………...14-16 
Sample Written Acknowledgement                                                                            

for Non-Financial Gifts……………………………16.01 ……………………….15, 16 
Unacceptable Gifts……………………………...........16.01……………….……….…….7 



 
Trial Court Financial 

Policies and Procedures 
 

Index Page: 15 of 29 

 
Topic Policy  Page No. 
 

Judicial Council of California - Administrative Office of the Courts 
 

Governmental Accounting Standards Board (GASB).. 1.02 ............................................ 5 
    See also ........... 2.01 ................................. 6, 10-12 
    See also .......... 5.01 ........................................ 5, 6 
  
 Concepts Statement 1 ........................................... 2.01 .................................... 10, 11 
 Number of Funds Principle .................................... 3.01 ............................................ 5 
 Revenue Recognition............................................. 5.02 ............................................ 7 
Governmental Funds................................................... 3.01 ........................................ 6, 7 
    See also ........... 5.01............................................ 6 
    See also ........... 5.02 ........................................ 4, 5 
Grant Accounting and Administration .......................... 5.04 ....................................... 2-18 
 Accounting Records............................................... 5.04 ........................................ 8, 9 
 Allowable Costs ..................................................... 5.04 ............................................ 9 
 Availability of Funds ............................................... 5.04 .......................................... 11 
 Budgets.................................................................. 5.04 ......................................... 6-8 
  Establishment of ............................................... 5.04 ............................................ 6 
  Control of .......................................................... 5.04 ............................................ 6 
  Budget and Program Changes ......................... 5.04 ........................................ 7, 8 
 Closeout................................................................. 5.04 .......................................... 18 
 Code of Federal Regulations ................................ 5.04 ...................................... 6, 16 
 Common Weaknesses in Grant Compliance ......... 5.04 ............................................ 5 
 Direct and Indirect Costs........................................ 5.04 ...................................... 9, 10 
 Enforcement .......................................................... 5.04 .................................... 17, 18 
 Fund Identification.................................................. 5.04 ............................................ 8 
 Inattention to Compliance Requirements ............... 5.04 ........................................ 4, 5 
 Income from Grant-Funded Programs ................... 5.04 .......................................... 11 
 Internal Control ...................................................... 5.04 ............................................ 8 
 Measures for Improving Grant Compliance ........... 5.04 ............................................ 5 
 Minimum Internal Control Standards for ................ 2.02 .................................... 10, 11 
 Procurement .......................................................... 5.04 .......................................... 13 
 Record Retention ................................................. 12.01 ......................................... 4-6 
 Reporting .............................................................. 5.04 ..................................... 13-17 
  Financial ........................................................... 5.04 .................................... 15, 16 
  Forms for Federal Grant Financial Reports ...... 5.04 .................................... 16, 17 
   Federal Cash Transaction Report ............... 5.04 .......................................... 16 
   Financial Status Report ............................... 5.04 .......................................... 16 
   Request for Advance or Reimbursement .... 5.04 .......................................... 17 
  Performance..................................................... 5.04 .................................... 14, 15 
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 Requirements ........................................................ 5.04 ................................... 6, 8-13 
 Supplies and Equipment from Grant Programs ..... 5.04 ..................................... 11-13 
 Termination............................................................ 5.04 .................................... 17, 18 
Group Business Meals ................................................ 8.05 ........................................ 6, 7 

 
Income (from Grant-Funded Programs) ..................... 5.04 .......................................... 11 
Indemnification ............................................................ 7.01 .................... 4, 11, 16, 17, 21 
Indirect Rate Cost Proposal (RCP) …………………….16.02…………………………..2-28 
 Allowable and Unallowable Costs for Consideration in the  
  Development of an ICRP................................ 16.02 ..................................... 23-25 
 Certificate of Indirect Costs.................................. 16.02 .......................................... 22 
 Comparison of Budget to Actual Costs ................ 16.02 .......................................... 19 
 Documentation Requirements ............................. 16.02 .......................................... 10 
 Federal Allowability Determination of Selected Items 
                                                                      16.02………………………….26, 27 
     ICRP Calculation Form……………………………..16.02……………………………...18   
 Implementation .................................................... 16.02 .......................................... 12 
      Indirect Costs Rate Checklist Form……………….16.02……………………………...14 
 Record Retention ................................................. 16.02 .......................................... 12 
 Responsibilities .................................................... 16.02 .................................... 10, 11 
 Sample Budget Report......................................... 16.02 .................................... 16, 17 
 Sample Comparison of Budget to Actual Costs ... 16.02 .......................................... 20 
 Sample ICRP Calculation Form ........................... 16.02 .......................................... 15 
 Sample ICRP Calculation Form  
  (with carry-forward adjustment) ...................... 16.02 .......................................... 21 
      Trial Court ICRP Preparation Timeline……………16.02……………………………...28 
Insurance .................................................................... 7.01 .......................................... 15 
 See also ........... 7.03 .................................... 10, 11 
Internal Controls .......................................................... 2.02 ....................................... 2-32 
 See also ........... 2.01..................................... 3, 6-8 
 Benefits of an Effective System of ......................... 2.02 ......................................... 4-6 
 Competent Personnel ............................................ 2.01 ............................................ 7 
    See also ........... 2.02........................................ 6, 8 
 Controlled Access to Assets .................................. 2.02 ........................................ 6, 9 
 Grants .................................................................... 5.04 ............................................ 8 
 Internal Review ...................................................... 2.01 ............................................ 8 



 
Trial Court Financial 

Policies and Procedures 
 

Index Page: 17 of 29 

 
Topic Policy  Page No. 
 

Judicial Council of California - Administrative Office of the Courts 
 

    See also ........... 2.02 .......................................... 10 
 Key Elements of an Effective System of ................ 2.02 ............................................ 6 
 Minimum Standards for.......................................... 2.02 ..................................... 10-32 
  Accounts Payable............................................. 2.02 .................................... 26, 27 
  Accounting Records ......................................... 2.02 .................................... 29, 30 
  Bank Accounts.................................................. 2.02 ..................................... 16-18 
  Budgets ............................................................ 2.02 ..................................... 14-16 
  Case Management System .............................. 2.02 .................................... 22, 23 
  Cash Transactions............................................ 2.02 ..................................... 18-21 
  Court Assets ..................................................... 2.02 .................................... 31, 32 
  Grant Accounting.............................................. 2.02 .......................................... 26 
  Judge and Employee Travel Expenses ............ 2.02 .................................... 28, 29 
  Organizational Structure................................... 2.02 .......................................... 11 
  Payments Received through the Mail ............... 2.02 .................................... 21, 22 
  Purchasing ....................................................... 2.02 ..................................... 23-25 
  Segregation of Duties ....................................... 2.02 ........................................ 6, 7 
 Policies and Procedures ........................................ 2.02 ........................................ 7, 8 
 Proper Authorization and Documentation .............. 2.02 ...................................... 9, 10 
 Purpose of ............................................................. 2.02 ............................................ 4 
 Segregation of Duties ............................................ 2.01 ........................................ 6, 7 
    See also ........... 2.02..................................... 11-13 
 Standard Operating Procedures ............................ 2.01 ............................................ 7 
 Supervision ............................................................ 2.02 ............................................ 9 
 Transaction Authorization and Documentation ...... 2.01 ........................................ 7, 8 
Interest ... .................................................................. 13.01 .......................................... 13 
Internal Review ........................................................... 2.01 ............................................ 8 
Internal Revenue Service Form 1099 MISC................ 8.01............................................ 5 
Invitation for Bid .......................................................... 6.01 .............................. 3, 5, 6, 16 
Inventory Items............................................................ 9.01 .................................... 4, 6, 7 
Inventory Records, Retention of ................................ 12.01 ............................................ 5 
Investment in Fixed Assets Accounts.......................... 5.03 ............................................ 8 
Invoice……………………………………………………..See Vendor Invoice Processing 
 

Judge’s Travel Expense Reimbursement.................. 8.03 ....................................... 2-40 
    See also ........... 2.02 .................................... 28, 29 
Judicial Administration Efficiency and  
 Modernization Fund ............................................... 1.01 .......................................... 10 
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    See also ........... 3.01 ............................................ 8 
    See also ........... 4.01 .................................... 5, 8, 9 
 
Judicial Council of California ....................................... 1.01 ....................................... 2-13 
 Approval to Accept Credit or Debit  
  Card Payments............................................... 10.02 ................................ 8, 10, 11 
 Approval to Close Bank Accounts........................ 13.01 .......................................... 14 
 Approval to Open Bank Accounts ........................ 13.01 ......................................... 4-6 
 Approval of Travel Expense  
  Reimbursement Policy...................................... 8.03 ............................................ 4 
 Authority of............................................................. 1.01 ............................... 5-7, 9, 12 
 Budget Transfer Approval ...................................... 4.02 .......................................... 10  
 Deposits to Trial Court Operations Fund.............. 13.01 ........................................ 6, 7 
 Duties and Responsibilities of ................................ 1.01 ........................................ 5, 6 
 Organization of ...................................................... 1.01 ............................................ 5 
 Standards of Judicial Administration ...................... 1.01 ............................................ 7 
 

Law Enforcement Security Plan.............................. 14.01 .........................  2, 3, 5, 6, 10 
Legal Counsel-available from AOC’s OGC…………….7.01……………………………...16 
Legal Services Contracts ............................................ 6.01 .......................................... 24 
Levels of Authority....................................................... 1.02 ............................................ 7 
Liquidated Damages ................................................... 7.01 .................... 4, 11, 16, 17, 21 
Loans……………………………………………………….7.02……………………………...11 
Lockyer-Isenberg Trial Court Funding Act of 1997……Intro, 1.01...................see AB 233 
 

Maintenance of Effort Payments .............................. 4.01 ............................................ 6 
Managers, Responsibilities of ..................................... 1.02 ............................................ 4 
Manager of Fiscal Services .....................................see AOC Manager of Fiscal Services 
Master Agreements ......................................................6.01 ................................... 27, 28 
    See also ............2.02 ......................................... 25 
Measurement of Resources ........................................ 5.02 ........................................ 4, 5 
Memorandum of Understanding.................................. 7.02 ....................................... 2-19 
    See also ........... 4.01 ............................................ 6 
 County-Provided Services ........... ......................... 7.02 ............................................ 8 
  Comprehensive vs. Separate Agreements ....... 7.02 .......................................... 11 
  County Loans for Temporary Cash 
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   Flow Shortages ................. ......................... 7.02 .......................................... 11 
  Key Elements ......................... ......................... 7.02 ...................................... 9, 10 
  Requirements ......................... ......................... 7.02 ............................................ 9 
  Trial Court Audit Rights .......... ......................... 7.02 ...................................... 9, 10 
 Court Security .............................. ....................... 14.01 .......................... 4, 11, 12, 14 
 Elements...................................... ......................... 7.02 ........................................ 4, 9 
  Cost ........................................ ......................... 7.02 ................................4-6, 8-10 
  Schedule ................................ ......................... 7.02 ..................................... 3-5, 7 
  Scope of Work ........................ ......................... 7.02 ......................................... 3-9 
  Terms and Conditions ............ ......................... 7.02 ..................................... 3-5, 7 
 Execution ..................................... ......................... 7.02 ........................................ 7, 8 
 Negotiation............................................................. 7.02 ........................................ 6, 7 
 Office of Management and Budget A-87 Cost  
  Allocation Plan.................................................. 7.02 ............................................ 9 
 Risk Evaluation ...................................................... 7.02 ...................................... 7, 17 
 Rule of Court 6.705................................................ 7.02 ............................................ 8 
 Rule of Court 810................................................... 7.02 ............................. 4, 9, 11-19 
Method and Basis for Developing the ICRP.............. 16.02 ......................................... 4-6  
Micro Purchases ......................................................... 2.02 .......................................... 23 
    See also ........... 6.01 ................................ 6, 12, 13 
Modified Accrual Basis of Accounting ......................... 5.01 ............................................ 7 
    See also ........... 5.02 .......................... 2, 4, 6, 7, 10 
Monthly Cash Settlement Report ................................ 2.01 .......................................... 11 
 See also ......... 10.01 .................................... 13, 14 
 

National Center for the State Courts Commission on 
 Trial Court Performance Standards ....................... 2.01 ............................................ 4 
Negotiation of 
 Contract ................................................................. 7.01 .................................... 15, 16 
 MOU .................................................................... 7.02 ....................................... 2-19 
Notice of Default.......................................................... 7.03 .................................. 4, 5, 23 
 
 

Office of Management and Budget OMB Circular A-87, Cost Principles for State,   
Local, and Indian Tribal Governments ....................5.04 ........................................... 9 
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 See also ........... 7.02 ............................................ 9 
Office of Management and Budget Circular A-133.... 11.01 .................................... 11, 12 
Overdrafts ................................................................. 13.01 .......................................... 13 
 
 

Payment Authorization.............................................. 8.01 ............................................ 7 
Payments Made in Person ........................................ 10.02 ............................................ 9 
Payments Received Through the Mail....................... 10.02 .......................................... 15 
Personal Vehicle Mileage............................................ 8.03 ................................ 9, 23, 24 
Petty Cash................................................................... 8.04 ....................................... 2-10 
 Audit of................................................................... 8.04 ............................................ 7 
 Disbursement of..................................................... 8.04 .......................................... 10 
  Receipt for ........................................................ 8.04 ............................................ 8 
 Establishment of Petty Cash Fund......................... 8.04 ............................................ 4 
 Suggested Petty Cash Receipt .............................. 8.04 ............................................ 8 
  Maximum Amount of Fund ............................... 8.04 ............................................ 5 
 Maximum Purchase with........................................ 8.04 ............................................ 5 
 Minimum Internal Control Standards for ................ 2.02 .................................... 10, 11 
 Petty Cash Fund Custodian ................................... 8.04 ............................................ 4 
 Suggested Change of Petty Cash  

Custodian Form.............. ................................. 8.04 .......................................... 10 
 Reimbursement of.................................................. 8.04 ......................................... 6-9 
  Court Fiscal Officer Approval of ....................... 8.04 .................................. 6, 7, 10 
 Suggested Reimbursement of Petty  

Cash Form........................................................ 8.04 ............................................ 9 
 Restrictions on the Use of...................................... 8.04 ........................................ 5, 6 
Physical Inventory ....................................................... 9.01 ...................................... 9, 10 
Policies and Procedures.............................................. 2.02 ........................................ 7, 8 
 Comprehensive...................................................... 2.02 ........................................ 7, 8 
 Alternative.............................................................. 2.02 ................................ 8, 14, 24 
 Undocumented....................................................... 2.02 ...................................... 8, 14 
Position Management…………………………………….4.03……………………………2-11 
Preparing an ICRP .................................................... 16.02 ......................................... 6-9  
Preservation of Records............................................ 12.01 .......................................... 10 
Presiding Judge .......................................................... 1.01 .......................................... 10 
 Budget Change Proposals ..................................... 4.02 .......................................... 12 
 Budget Implementation .......................................... 4.01 ...................................... 9, 20 
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 Budget Revisions ................................................... 4.02 ............................................ 9 
 Budget Transfers ................................................... 4.02 .......................................... 10 
 Certification of Budget Reports .............................. 4.02 ............................................ 8 
 Requests to Close Bank Accounts....................... 13.01 .................................... 14, 15 
 Requests to Open Bank Accounts ......................... 2.02 .................................... 17, 18 
 See also ......... 13.01 ........................................ 4, 5 
 Responsibilities of .................................................. 1.02 ............................................ 4 
 Responsibility for Fixed Assets and Equipment ..... 9.01 ............................................ 9 
 Travel Request Approval ....................................... 8.03 ........................................ 4, 5 
Procurement................................................................ 6.01 ....................................... 2-36 
 Administration ........................................................ 6.01 .................................... 23, 24 
 Approval Thresholds .............................................. 6.01 .......................................... 10 
 Blanket Purchase Orders....................................... 2.02 .......................................... 25 
    See also ........... 6.01 .................................... 25, 26 
 California Multiple Award Schedule ....................... 6.01 ...................................... 4, 13 
 Circumvention of Procurement Requirements ....... 6.01 .......................................... 21 
 Competition............................................................ 6.01 ..................... 3, 15, 16, 24-26 
 Contract ................................................................. 6.01 .. 3, 4, 6-11, 14, 15, 19, 21-26 
    See also ........... 6.02 ........................................ 4, 5 
 Department of General Services Charge Card ...... 6.01 .................................... 30, 31 
    See also ........... 2.02.......................................... 25 
 Documentation....................................................... 6.01 ....... 11, 13, 21-27, 29, 30, 34 
 File .................................................................... 6.01 ............ 11, 15, 19, 23, 24, 33 
 Grant Program ....................................................... 5.04 .......................................... 13 
 Invitation for Bid ..................................................... 6.01 .............................. 3, 5, 6, 16 
 Methods ................................................................. 6.01 .......................................... 12 
  Competitive Procurements ............................... 6.01 .................................... 15, 16 
  Micro Purchases ($500 - $2,500) ..................... 6.01 ..................................... 12-14 
  Purchases of Less than $500 ........................... 6.01 .......................................... 13 
  Small Purchases ($2,501 - $10,000) ................ 6.01 ..................................... 14-15 
  Sole Source...................................................... 6.01 ................................ 7, 24, 25 
 Micro Purchases .................................................... 2.02 .......................................... 23 
    See also ........... 6.01 ..................................... 12-14 
 Minimum Internal Control Standards for ................ 2.02 .................................... 10, 11 
 Payment................................................................. 6.01 .................................... 13, 22 
 Process.................................................................. 6.01 ............. 4, 6, 8, 14, 15, 18-36 
 Protest Procedures ................................................ 6.01 ..................................... 19-21 
  Based Upon Award........................................... 6.01 .......................................... 20 
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  Based Upon Specifications or Improprieties..... 6.01 .......................................... 20 
  Protest Guidelines ............................................ 6.01 ..................................... 19-20 
  Protest Remedies ............................................. 6.01 .............................. 20, 21, 36 
  Sample Trial Court Protest Procedures ............ 6.01 ..................................... 33-36 
 Publicizing Competitive Procurements................... 6.01 .......................................... 15 
 Purchase Cards ..................................................... 6.01 ..................................... 28-30 
 Purchase Order...................................................... 6.01 .............3-8, 11, 13-19, 22-26 
   See also….…….6.02………………………….....2-5 
 Purchase Requisition                    See 6.01. ………..3, 7, 8, 10, 11, 14, 22, 23, 28-30 
 Receipt of Goods and Services.............................. 6.01 .......................................... 21 
 Request for Proposal (RFP)................................... 6.01 ................................ 6, 16, 20 
 Request for Quote (RFQ)....................................... 6.01 ...................................... 7, 16 
 Sealed Bid ............................................................. 6.01 .......................... 7, 18, 19, 23 
 Small Purchases .................................................... 2.02 .......................................... 23 
    See also ........... 6.01 ................................ 7, 12, 14 
 Sole Source ........................................................... 2.02 .......................................... 24 
    See also ........... 6.01 ................................ 7, 24, 25 
 Solicitation ............................................................. 6.01 .4-8,13,16-18,21,23,24,33-36 
 Standards of Conduct ............................................ 6.01 ...................................... 9, 10 
 Three-Point-Match ................................................. 6.01 .......................................... 22 
Program, Element, Component, Task (PECT) ............ 4.01 .................................... 18, 20 
    See also ........... 4.02 ........................ 4, 6, 7, 10, 11 
    See also…….....Appendix………….…...2, 3, 22-32 
Proprietary Funds.............................. ......................... 3.01 .................................... 4, 6, 7 
Protest Procedures............................ ......................... 6.01 .................................... 19, 20 
 Based Upon Award ...................... ......................... 6.01 .......................................... 20 
 Based Upon Specifications or Improprieties .......... 6.01 .......................................... 20 
 Protest Guidelines........................ ......................... 6.01 ......................... 19, 20, 33-36 
 Protest Remedies ........................ ......................... 6.01 .............................. 20, 21, 36 
Publicizing Competitive Procurements ........................ 6.01 .......................................... 15 
Purchase Cards .......................................................... 6.01 .................................... 28, 29 
Purchase Order 6.01………..3, 4, 6-8, 11, 13-15, 19, 22, 23, 25, 26 
    See also ........... 6.02 ......................................... 2-5 
Purchase Order Log.......................... ......................... 6.01 .......................................... 11 
Purchase Requisition ........................ ......................... 6.01 .......................................... 13 
    See also ......... 12.01 ............................................ 6 
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Quarterly Financial Statement (QFS) ....................... 1.02 ........................................ 4, 6 
 See also ........... 2.01 .......................................... 11 
 See also ........... 2.02 .................................... 15, 16 
 See also ........... 3.01 ............................................ 8 
 See also ........... 4.02 ....................................... 3-12 
 See also ........... 5.01 ............................................ 8 
 See also ........... 5.03 ............................................ 7 
 See also ......... 10.01 .......................................... 13 

Receipts.................................................................. 10.02 ......................... 12-13, 15, 16 
    See also ......... 12.01 ........................................ 4, 6 
Reconciliation of Bank Accounts ............................... 13.01 .......................................... 12 
Record Retention ...................................................... 12.01 ....................................... 2-10 
 Accounts Payable ................................................ 12.01 ............................................ 4 
 Accounts Payable ................................................ 12.01 ............................................ 4 
 Audit Reports ....................................................... 12.01 ............................................ 7 
 Bank Account Records ........................................ 13.01 .......................................... 15 
    See also ......... 12.01 ............................................ 6 
 Budgets................................................................ 12.01 ............................................ 4 
 Cash Statements ................................................. 12.01 ............................................ 4 
 Claims.................................................................. 12.01 ........................................ 4, 5 
 Contracts ............................................................. 12.01 ............................................ 6 
 Deposit Certificates.............................................. 12.01 ............................................ 5 
 Destruction of Records ........................................ 12.01 ............................................ 7 
 Duplicate Records................................................ 12.01 ............................................ 7 
 Filing .................................................................. 12.01 ....................................... 8-10 
 Financial Reports ................................................. 12.01 ............................................ 7 
 General Guidelines .............................................. 12.01 ............................................ 3 
 General Ledger .................................................... 12.01 ............................................ 4 
 Grant Records ..................................................... 12.01 ............................................ 6 
 Indexing ............................................................... 12.01 ............................................ 8 
 Inventory Records................................................ 12.01 ............................................ 5 
 Journals ............................................................... 12.01 ............................................ 4 
 Minimum Internal Control Standards for ................ 2.02 .................................... 10, 11 
 Permanently Reproduced Records ...................... 12.01 ............................................ 7 
 Purchase Requisitions ......................................... 12.01 ............................................ 6 
 Quarterly Financial Statements............................ 12.01 ............................................ 7 
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 Receipts............................................................... 12.01 ........................................ 4, 6 
 Two Year Retention ............................................. 12.01 ............................................ 8 
 Vendor Invoice Records......................................... 8.01 .......................................... 15 
 Warrants .............................................................. 12.01 ........................................ 4, 5 
Report of Revenues .................................................... 4.02 .................................... 3, 5, 8 
Reporting Abolished, New, and Reclassified Positions  
 To the AOC…………………………………………….4.03…………………………….7, 8 
Requests for Exceptions to Business  
 Meal Expense Guidelines ...................................... 8.05 .......................................... 11 
Responsibilities and Authority ..................................... 1.02 ......................................... 2-7 
 Court Executive Officer .......................................... 1.02 ......................................... 4-6 
 Financial Personnel Requirements ........................ 1.02 ............................................ 7 
 Fiscal Officer .......................................................... 1.02 ............................................ 5 
 Levels of Authority ................................................. 1.02 ............................................ 7 
 Managers............................................................... 1.02 ................................. 2-4, 6, 7 
 Presiding Judge ..................................................... 1.02 ............................................ 4 
 Staff .................................................................... 1.02 ........................................ 6, 7 
 Supervisors............................................................ 1.02 ................................. 2-4, 6, 7 
Revenue Collection Funds .......................................... 5.02 ............................................ 5 
Revenues .................................................................... 5.02 ....................................... 2-13 
 Basis of Accounting ............................................... 5.02 ........................................ 5, 6 
 Collection and Distribution ................................... 10.01 ....................................... 2-13 
  Accounts Receivable ...................................... 10.01 ......................................... 6-8 
  Case Management System ............................ 10.01 ............................ 6, 7, 11, 12 
  Cash Control Procedures ............................... 10.01 ........................................ 3, 8 
  Collections ...................................................... 10.01 ........................................ 8, 9 
   Credit Card Payments............................... 10.01 ............................................ 9 
  Daily Balancing and Closeout......................... 10.01 .......................................... 10 
  Daily Reporting ............................................... 10.01 .......................................... 11 
  Deposits ......................................................... 10.01 .......................................... 10 
  Distribution...................................................... 10.01 .................................... 11, 12 
  Measurement of Resources ............................. 5.02 ......................................... 4-6 
  Monthly Cash Settlement Report.................... 10.01 .................................... 12, 13 
  State Controller’s Office.................................. 10.01 ...................................... 5, 11 
  Trial Court Collection Activities ....................... 10.01 ........................................ 5, 6 
  Trial Court Revenue Distribution Manual........ 10.01 ............................................ 5 
 Recognition of ........................................................ 5.02 .................................... 2, 6, 7 
 Year-End Accrual of............................................... 5.02 .......................................... 10 
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Sample Quarterly Report of Changes  
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Schedule 7A - Salary and Position Worksheet............ 4.01 .......................................... 19 
Security .................................................................. 14.01 ....................................... 2-37 
 Allowable Costs of ............................................... 14.01 ............................... 3, 4, 7-10 
 Comprehensive Court Security Plan .................... 14.01 ................................ 2, 3, 5, 6 
 Contract Law Enforcement Template................... 14.01 ............................ 3, 7, 20, 21 
 Impact on Rule of Court 810 ................................ 14.01 ........................................ 4, 6 
 Interim Alternatives – Provision of Services………14.01 ................................... 12, 28 
Judicial Council Role ................................................. 14.01 ...................... 5, 6, 11, 12, 14 
 Law Enforcement Security Plan........................... 14.01 ...........................................  6 
 Level of Security Services.................................... 14.01 .................................... 12, 13 
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 Memorandum of Understanding Regarding ......... 14.01 .................................... 12, 13 
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Special Revenue Funds .............................................. 3.01 ................................ 5, 6, 8, 9 
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State of California Smog Check Program………………8.03…………………………...…21 
Superior Court Law Enforcement Act of 2002 ........... 14.01 .............................. 3, 6, 7, 10 
Supervision ................................................................. 2.02 ............................................ 9 
Supervisors (Responsibilities of) ................................. 1.02 ................................. 2-4, 6, 7 
 
 

Technology Equipment, Disposal of ......................... 9.01 .................................... 12, 13 
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Transaction Documentation and Authorization............ 2.01 ........................................ 7, 8 
Travel Expense Reimbursement ....... ......................... 8.03 .............................. 24, 25, 29 
 Allowable Expenses..................... ......................... 8.03 ..................................... 25-27 
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  Meals...................................... ......................... 8.03 ... 4, 14, 22, 26-28, 31, 32, 36 
  Mileage................................... ......................... 8.03 ........ 9, 23, 24, 26, 32, 34, 37 
  Personal Services................... ......................... 8.03 .......................................... 27 
  Surface Transportation ........... ......................... 8.03 .......................................... 28 
 AOC Travel Rate Guidelines........…………………..7.01…………………...…….24, 25 
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 Approval to Travel........................ ......................... 8.03 ............................................ 4 
 Arranging for Travel ..................... ......................... 8.03 ........................................ 4, 5 
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 Out-of-State Travel Request Form………………….8.03……………………………...40 
 Purchased / Reimbursed-using court credit card….8.03……………………………...31 
 Reservations................................ ......................... 8.03 ........................................ 5, 9 
 Travel Reimbursement Claims..... ......................... 8.03 4, 9-11, 17, 23, 25, 29, 30-33 
  Travel Reimbursement Claim Form.................. 8.03 ..................................... 30-33 
    Tax Waiver ........................ ......................... 8.03 .......................................... 35 
  
Unallowable Expenses ...................... ......................... 8.03 ..................................... 25-27 
  Alcoholic Beverages ............... ......................... 8.03 .......................................... 28 
  Personal Telephone Charges. ......................... 8.03 .......................................... 28 
  Surface Transportation in Lieu of Air Travel ..... 8.03 .......................................... 26 
 Vehicle Use.................................. ......................... 8.03 .......................................... 23 
  Annual Certification to Use Privately Owned  

 Vehicles............................. ......................... 8.03 .......................................... 38 
  Motor Vehicle Liability Program Coverage ....... 8.03 ................................. 8, 15-21 
  Personal Vehicle Mileage ...... ......................... 8.03 .......................... 9, 23, 24, 37 
  Trial Court............................... ......................... 8.03 .................................... 23, 24 
Travel Procedures............................. ......................... 8.03 .................................... 22, 24 
Trial Court ......................................... ......................... 1.01 ................................2-6, 8-12 
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 Authority to Establish Bank Accounts .................. 13.01 ............................................ 3 
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 Duties and Responsibilities of ...... ......................... 1.01 .................................... 11, 12 
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 Operating Standards.................... ......................... 1.01 ...................................... 2, 12 
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Trial Court Operations – Program 10 ......................... 2.02 .......................................... 14 
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 Establishment Outside the County Treasury........ 13.01 .......................................... 12 
 Deposits Made by the Judicial Council ................ 13.01 ............................................ 6 
Trial Court Organization .................... ......................... 1.01 ....................................... 2-14 
 Internal Control Standards for ..... ......................... 2.02 .................................... 10, 11 
Trial Court Position Management System……………...4.03…………………………….5, 6 
Trial Court Revenue Distribution Manual................... 10.01 ............................................ 5 
Trial Court Trust Fund ....................... ......................... 3.01 ......................................... 5-7 
    See also ........... 4.01 ....................... 5-7, 10, 11, 21 
Trial Court Vehicle Use ............................................... 8.03 .................................... 23, 24 
2 (Two) Percent Automation Fund Revenues ............. 4.01 ............................................ 7 
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Uniform Civil Filling Fee……………………………………10.01…………………………4, 5 
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  Invoices ............................................................ 8.01 ......................................... 5-7 
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Voided Checks .......................................................... 13.01 ............................................ 9 
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Warrants ................................................................ 12.01 ........................................ 4, 5 
Warranty .................................................................... 7.01 .......................... 5, 10, 17, 21 
 See also ........... 7.03 ............... 5, 11, 20, 21, 24-26 
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